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NONAPPROPRIATED FUND POSITION DESCRIPTION JOB TITLE: Package Store Manager POSITION
NUMBER 01-0086 JOB SERIES: 1101 PAY LEVEL: NF-3 Summary of Duties:

Directs and supervises the overall management of the package store facilities. Controls expenses and functions
which include execution of retail merchandise presentations, selling and warehouse/stocking. Ensures proper
terminal controls and procedures are used. Mediates customer problems or complaints and takes appropriate action.
Forwards unsolvable problems with recommendations. May select, order/procure and determine retail pricing of
wine, beer, and spirits utilizing the regulatory guidelines provided. Maintain adequate stock assortments, eliminate
slow selling items, and may add new items as presented.

Plans, organizes work and manages internal resources to ensure maximum productivity and economies. Prepares
financial plan, budgets, inventories, cost controls, and related records and reports. Reviews the financial status of the
assigned activity and recommends changes considered necessary. Either directly or indirectly through subordinate
supervisors, manages activity employees. Trains, schedules work, appraises performance, counsels assigned
personnel, and recommends personnel actions. Effectively supports the Navy Equal Employment Opportunity
policy, and ensures compliance with fire, safety, security, and other environmental issues. Manages new property
resources and provides advice on renovations and improvements. Maintains and enforces security for funds,
merchandise, supplies and equipment to preclude or minimize the potential for fraud, waste and abuse. Must be alert
to alcohol abuse and take appropriate action.

Performs other related duties as assigned.

Minimum Qualifications:

A minimum of three years retail experience in managing/supervising is required.

Knowledge of alcoholic brands, liquor laws and policies and procedures. Incumbent

must meet state or municipal alcohol requirements. Ability to communicate orally and in writing.



